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Four Steps to EndNote X9  

1. Setting up your EndNote library 

 

EndNote X9—using EndNote on the desktop 

This guide is designed to support you using the EndNote X9 desktop application. EndNote primarily 

supports research staff and PhD students in the Research Graduate School (RGS). You can discuss how 

to get access as part of your PhD programme with your supervisor. If you have an earlier version of 

EndNote (e.g. EndNote X7 or EndNote X8) some icons and functionality may differ from this guide. 

MyEndNoteWeb—using EndNote on the cloud 

You can also access your EndNote account online via your browser by going to 

www.myendnoteweb.com. If you use EndNote both on your desktop and online, then you should 

regularly synchronize your accounts using the Sync Library icon (two arrows circling). 

Creating a new library 

1. Open EndNote. Exit any pop up windows that 

appear. 

2. Click File at the top left of the screen. 

3. Click New... 

4. Choose a name and location for your library. 

5. Click Save. 

Importing references from other referencing software (e.g. RefWorks) 

1. Export your references from the other referencing software as a RIS file. 

2. In your EndNote library, click on the Import... icon (a downwards arrow). 

3. Choose the RIS file you wish to import. 

4. Change Import Option to Reference Manager 

(RIS). 

5. Click import. 
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2 Adding references to your EndNote library 

Creating a new reference manually 

1. Click on the New Reference icon (a lined square with a plus sign in the corner). 

2. Select the Reference Type from the drop down menu (e.g. Book, Journal Article, etc). 

3. Fill in the reference details. Authors (surname, forename) should be listed on 

separate lines. Organisation names should end with a comma. 

4. Click on File at the top left of the screen, then click Save. The new reference is 

now in your library, and you can exit the New Reference window. 
 

References from the Library Catalogue 

1. Click on the Integrated Library & Online Search Mode icon (the world in a folder). 

2. Under Online Search, click more... 

3. In the Choose A Connection window, select U Bedfordshire from the list. Click choose. 

4. Enter your keywords in the search boxes at the top of the screen. Click Search. 

5. In the Confirm Online Search window, enter the number of search results you would like to retrieve 

(ideally fewer than 50—a higher number will take more time to download). Click OK. 

6. You can also search Web of Science, PubMed, and other databases in a similar way. 
 

References from Discover 

1. With EndNote open, conduct your search in Discover. 

2. For an individual reference, click on the relevant title in your search result list. Click Export in the 

right hand menu, select Direct Export in RIS Format, and click Save.  

3. For multiple references in a folder, go to the folder and Select all items. Click Export in the right hand 

menu, select Direct Export in RIS Format, and click Save.  

4. Open the downloaded RIS file. This will automatically upload the reference(s) to your library. 
 

References from Google Scholar 

1. With EndNote open, conduct your search in Google Scholar. 

2. Click on the quotation mark icon below the relevant reference, then select RefMan (not EndNote) to 

download a RIS file. 

3. Open the downloaded RIS file. This will automatically upload the reference to your library. 
 

References from PDFs 

1. Click on File at the top left of the screen in EndNote. Click on Import, then File... 

2. Choose the PDF file you wish to reference. Set the Import Option to PDF from the drop down menu 

and click Import. 
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3 Managing your references 

Organising your references into groups (folders) 

1. Click Groups at the top of the screen. 

2. Click Create Group. 

3. Write the name of your group and press return on the keyboard. 

4. To move references to your group, go to All References. Click and drag references one by one. 

To select more than one reference, hold Ctrl on the keyboard and click multiple references. 
 

Editing references 

1. Select the reference you would like to edit by clicking on it. 

2. In the right hand panel you will see all the information fields for that reference. Click into a field to 

edit it. You can also fill in empty fields for your own use, such as Label, Keywords, and Notes.  

3. Remember to save your changes (File > Save). 
 

Deleting references 

1. Select the reference you would like to delete by clicking on it. 

2. Press delete (not backspace) on the keyboard. 

3. Your deleted reference will go to Trash. 
 

Finding full text PDFs 

1. Select the reference you would like to find a PDF for by clicking on it. To select all 

references in a Group, press Ctrl and A on the keyboard. 

2. Click on the Find Full Text… icon (a magnifying glass with a curly triangle inside). 

3. It may take a few minutes to locate all available PDFs, during which time a box titled Indexing 

PDFs… may flash up on the screen several times.  

4. References with PDFs will show a paperclip icon by the author name. 

5. To view a PDF, click on the Adobe PDF icon (a red curly triangle in a rectangle) at the top of the 

right hand panel. Then click on the Open PDF icon (a square with a diagonal arrow). 
 

Searching your library 

1. In All References there is a set of search boxes at the top of the screen. The first search box is pre-

set to search the Author field—you can change this to search other fields, including: 

2. Label, Keywords, Notes: searches anything you have added to these fields in the right hand 

panel (see Editing references above). 

3. PDF, PDF Notes: searches the content of PDFs, and any notes you have made on them. 
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4 Inserting citations and reference lists into Microsoft Word 

EndNote X9 in Microsoft Word 

There is a plug-in for Microsoft Word which links to your EndNote account. This plug-in will appear 

in Word as a tab called EndNote X9. 

Setting your referencing style 

1. In the Style drop down menu, click on Select Another Style... 

2. Select the appropriate referencing style from the list then click OK. 

3. If you need an output style which is not on the list, you can download it 

from: https://endnote.com/downloads/  

Inserting an in-text citation 

1. Click the arrow on the Insert Citation icon, then click Insert Citation… 

2. Type a keyword (e.g. author name) into the search box to find your 

reference. Click Find. 

3. Click on the reference you wish to insert a citation for. Click Insert. 

Editing in-text citations in Word 

1. When you click an EndNote in-text citation, it will be highlighted in grey. You cannot edit these grey 

areas—any changes you make will disappear. 

2. To edit an in-text citation in Word, click on Edit & Manage Citation(s). 

3. Click on the relevant in-text citation to select it. Use the Formatting drop down menu to choose how 

you would like the citation to appear. Include page numbers using 
the Pages field. 

4. Click OK when you have made all your changes. 

Editing references in Word 

1. You cannot change an EndNote reference in Word—you must edit the reference in your EndNote 

library on the desktop application (see Section 3 of this guide). 

2. To make edited changes appear in Word, click on Update Citations and Bibliography. 

Further help 

For further support within EndNote click Help at the top of the screen or go to the EndNote YouTube 

channel called EndNoteTraining: www.youtube.com/user/EndNoteTraining 


